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7.ARCTION REQUESTED * ~

Eﬂ ESTABLISH DISPOSITION STANDARD,; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

— . ]
JIRSTRUT L LONS ! Sse ssparate instructions for completion =f % FOA RECOADS MANAGEMENT DIVISION USE

Date Recelved ‘ Appunllon Ra . bate Coapletea

cep 131974 74 - Bl MR -1 19y

Peraon to Comtart
.

front and reveras of this form. Sign original and two copies

Jand foruard to Pepartment of Arch;uln and Kistory, Attention.

‘llcord' Mnnaqcnfnt ﬁfftecr

Office Aadre..

W. Fred Orr

Title

W
. nrxing

.Earliest & Latest
Dates of Series

July 1968 - Presen

9. Exact Series Title
MANPOWER DEVELOPMENT AND TRAINING ACT PROJECT FILE

lo‘What is the function of the office in which this record series is created?

The Manpower Services Division is responsible for administering manpower training programs,
including MDTA Institutional, Jobs Optional Program, Correctional Manpower Program, NAB-JOBS
Program, Job Corps and the Emergency Employment Act. This division is also responsible for
compiling and disseminating state and area manpower and labor market information and conduct-
ing related research, The division develops new and experimental manpower programs and nego-
tiates all contracts for manpower services.

MDTA Section - Reviews requests for training and prepares contracts for funding of projects,
keeps weekly and monthly expenditures of projects against original funded amounts, prepares
monthly report for all allowance payments, interprets and releases to staff and local offices
any changes in procedures.

L1.This file contains the following documents (include form numbers and titles, if any,
and file arrangement).
Documents related to development and funding of tralning pro;ects in compliance with the MDT Act

of:gafaiigd other directives and regulations issued by the Secretary of Labor.
re:
Eﬁﬂ?f%rm -2 - Application for Inst1tut10na1 Training Project Under the Manpower Development

and Training Act
GDOL Form MT-1 - Notification of 0ccupat10na1 Training Needs Under the Manpower Development
and Training Act
OE Form 3117-1 (Part A) - Narrative Descrlptlon of Occupational Training Development and
Training Act .
OE Form 3117-1 (Part B) - Cost of Occupational Training Manpower Development and Training Act
MA-2-97 - MDTA Allowance Adjustment Request and Approval
ESA-949 - Training Project Control Sheet , and reclated correSpondence

File is arranged numerically by prpject number

ATTACH SAMPLES OF THE FI
- 5 . EQUISAERT ACCHpPITL .

Cu. Tt. of Recordas
Letter-olre File Dravers 7 10.5

Na. of Dravers

Wo. of Drawers Cu. Pr. of Records
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, . . ) ‘ PAGE 2
QUESTIONNAIRE Place an "z" 1n "the prope? cpluan 1- ‘nuutr‘t.. "YES ., pl!llr‘.!lpllln YES NO
13. Is this the Record Copy ﬁf the series? . . ‘ x] (1
14, Is there a duplication of thls serles in another office or agency? , | [x] ]
US Dept of Labor; GTES training ared office; partial duplication ‘Ga Dept of Ed.
15. Is the information contained in this series ever summarlzed or published? [ 1 [x)
Attach copy of summary or publication. . :
16. Does the seriés contain classified information requlrlng security handling? [ ] [x]
17. Does the series initiate, amend or terminate agency policies and procedures? [ ] [x]
18. Could the function be performed if the files were lost or destroyed? - [X] [
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x)
20. Does the record series ptovide data as input to an EDP file? [ 1 [x]
- 21. Does the record series contain documentation produced as EDP printout? [ 1 [x]
22. Has the Federal Government issued instructions governing the retention/dispo- .[X] [ ]
sition of these files? Employment Security Manual, Part II, Chapter 11700 and
MDTA HANDBOOK, Chapter VI, Section IX.C., Page 228
23. Will there be a need for these records 10, 15 years from now? If yes, what? [ 1 [x]

3 yrs. following final action
2k. REQUIREMENTS. The following requires the files to be kept__op project (final action

is the 6th month follow-up on trainee)
a.[JSTATE b.[]STATUTE OF c.[]AUDIT  4.[¥FEDERAL e.[]ADMINISTRATIVE [ HISTORICAL
LAW LIMITATION PERICD LAW DECISION VALUE

(Cite Law, Statute, or other reason for the retention requirvement)

MDTA HANDBOOK - "The records for such trainees shall be held for 3 years following final
action on all matters."

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR - [X[_See Below ‘ then:

Upon completion of 6-month follow-up of all trainees, transfer to inactive file.

Cut inactive file at the end of each fiscal year and hold in current files area
1 year; then

(1) MDT Section (central office) file: transfer to State Records Center, hold 2
years and destroy, except that at time of destruction a random sampling of
one cubic foot of files for all years ending in 0 and 5 will be retired to
the State Archives for permanent retenticen.

(2) District Office file: transfer to local holding area, hold 2 years, destroy.

Reco ent Bf ficer fSignature) Date EQUIR
WZI’ M 2.4 7/ OTHER REQUIRED SIGNATURES |  DATE

ecommendations [Agghcy Head/Designee A N

in paragraph 25 Approved Disapproved |/ 4 ¢ - LMY

are: ate-Auditor/Degignee . 4
.4 Approved Disapproved - WENESNL. 2

STATE RECORDSJA .?A Y3 State/Designee

COMMITTEE §% Aanes [ 1 oisappeoved) (Cruny te - Fban? 2 =26 14
Attorrey General/Designee

) /
‘Approved Disapproved fmm 2P 2
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(1) one or more requests for allowances under the Act;

- 228 - .

' ' MDTA HANDEOOK -:CHAPTEL, VI

Transfer ,of Records _and Payment Controls, ~In accordance with

the agreément between the Secretary of Labor and each State
agency, the Bureau has transferred to all State agencies for
disposal the records of MDTA allowance payments fot training
projects that have been completed 3 years or more. However,
records will not be transferred for trainees who have pending:

(2) an appeal or request for review of a decision affecting
entitlement to or eligibility for allowances; or (3) an

overpayment and/or investigation or prosecution pending for
fraud,) The records for such trainees shall be held for 3

= - - T
years following finalvecrien on all maffﬁfiﬁgggiigéav

st R
Prior to the transfer of records, each State agency should
update its internal control file card by posting basic
information on allowance payments 1lssued to each trainee
whose records are to be destroyed, For purpose of permanent
control, the listing or card, as a minimum, must contain
(1) the trainee's name, (2) social 'security account number,
(3) the aggregate number of weeks for which’ training allowances
were paid (or for which UC payments were “feimbursed, if
applicable), and (4) the amount of any outstanding overpayment,
This will serve as a permanent source of control information,
independent of the training payment records,

Formal Administrative Review, Under the agreement between

the ¢ Secretary ry of Labor and the States for the operation of the
Manpower Development and Training "Act, the Department of Labor
is to assist the States by reviewing tneir manpower training
allowance operations. Formal administrative reviews have
been conducted by national office personnel at intervals of
not wore than 3 years and, on occasion, by regional office
personnel duxing the interim .

Full benefits of the review process cannot be achieved by these
surveys alone, Therefore, State agencies should conduct formal

" reviews of their own MDTA allowance payment operations,

R-7/69

As a minimum, State agency formal administrative reviews should
be planned as often as néeded, but not less than annually.
Whether a review will be’ performed within 1 year after a
national or regional office review should depend upon the
findings in the review. The formal administrative review
should be made by personnel other than the supervisor .
responsible for the units being surveyed., A report of

findings should be prepared, and two coples af the completed
report and outline sent to the regional office .

States maj'use the Outline drafted by the Department of Labor
as a guide in developing one suitable to their own needs. This
draft Outline may be obtained through the regional office,

s
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¢ . _ y * (? ) Georgia Department of Labar
APPLICATION FOR RECORDS RETENT. DN SCHEDULE ~ " ¥ Employment Security Agency
s + +  Administrative Services Division
f Records Management ahd Controls

INSTRUCTIONS The Records Management Officer of the Agency’s Records Management and Controls Unit will be of assistance in com-
pleting this form. After Division Director/Designee has signed the form, forward original to Admmnstratwe Services Division, Records
Management and Controls, 130 Memorial Drive, S. W Atlanta, Georgia 30303. Attentlon Records Management Officer

.

FOR AGENCY USE 1. Agency Address Lo FOR RECORDS MANAGEMENT USE
Application Date Georgia Department of Labor Application Number
Employment and Training Division D_ - '
3_/26_/82 CEEA ’}‘nxr‘laining Section - 82 15
Application Number 501 pulliam Street, S.W., Room 350 te Regewedn’v Date {:orﬂpieted
DL - 018 | atlanta, Georgia 30312 APR S i§3; | PR 16 1982
2. Person to Contact Working Title Telephone Number

Billy J. MclLeod ) State Employment Section Supervisor 656 - 3166

3. Action Requested - o
(O Establish Retention Schedufe record will continue to accumulate.

b. {7} Dispose of present accumulation; no further accumulation anticipated. /

c. ] Amend Application No 74 =56 Check One: [J Change; [} Supercede; [ [A Voud
4, Dates of Series 5. Records Series Title (followed by title used in offtce if different)

Earliest Latest

7/68 | 7/73 Manpower Development and Training Act Project File :
6. Division and Office Function What is the function ot the Division and the Office in which this record series is created?
7. Record Series Description This file contains the following documents (include form numbers and titles, if any):

Attach samples of the' file.
Documents relating to:

Included are:

File is arranged:

8. Monthly Reference Rate 'How often are records referred to which are:
QOne to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old ;
twenty-five months and older ? '

9. Annual Rate of Accumulation of ﬁecords
Letter-size drawers ; Legal-size drawers : Sheives ; Other {specify)

{Over) ESA-‘1.4:‘1 12/:_;0
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YES|NO | 10. Questionnaire  (Place an X" in the proper,;olumn} . B _ ]

a. Is this the official copy of the series? Iy T . ., e :

N <

If not, where is it? .

b. Does the series contain ?or!fidential information requiring security handling?  If yes, cite law or regulation. .

c. s this a vital record?

d. Does this series have historical or long term research value? : K

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these documents
be scheduled separately?

f. Is the information contained in this series ever published? If yes, attach copy.

g. Is the information contained in this series ever anal yzed and/or recorded in a summarized report?
If yes, attach copy.

h. Is there a duplication of this series in your office, or in another office or agency?
If yes, where?

i. s this series (or a major portion of it} requiarly microfilmed?

j. Does the record series result in a computer printout? !

11. Retention Requirements ~ The following requires the series to be kept: )
a. State Law ) T years. d. Audit period years,
b. Statute of limitation years. e. Administrative need years.
c. Federal Law ’ years. f. Federal retention instructions years.

)

Attach copy or excert of laws or regulations, Explain administrative need.

12, Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; [ Fiscal Year;  [J Other then,
[0 Hold in the current files area month(s) ___vyear(s); then
[C] Transfer to local holding area; hold L year(s); then
7] Transfer to State Records Center; hold year(s); then

[ Destroy.
O Transter to State Archives for permanent retention. ‘
[ Other (Specify)

d’/ These instructions apply to al! prior and future accumulations of the series.

*  Division Director/Designee (Signature) Date
¥
/72‘“&1&»« f‘fu,,&c[ﬂ Low 3-8 2
’ ESA Director (Signature) | Date Records Management Officer (Signature) Date
i

State Records Committee (Signature) Date

Recommendations in paragraph ] . ' !
12 are approved. {/f disapproved, State Auditor/Designee U Y ) 'A{/S 4
attach letter of explanation.) - {

Secretary of State/Designee W 7’% 17/..12_?&'

Attorney General/D»esignee W M"ﬁ

YAy



